GUIDE TO UPDATE EMPLOYEE

EMERGENCY

CONTACT INFORMATION

This guide explains how to update an employee’s emergency contact information in My Biz/DCPDS. If you are a first-time user of
MyBiz/DCPDS, please refer to the complete User Guide for CAC Enabling DCPDS/My Biz & My Workplace at
http://cpol.army.mil/library/news/docs/dcpds pug.pdf prior to updating your Emergency Contact Information.

1. Begin at the CPOL Portal page: https://cpol.army.mil. Note: ensure that your Common Access Card (CAC) is inserted into your CAC
reader.
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The US. Army has employed civilians since 1776 in support of men and women in uniform. The
Department of Defense is America’s oldest, largest, busiest, and most successful “company”. Today, with

OVLANPERSONELONANE over 250,000 civilian employees, the Army is the Department of Defense’s largest federal employer.
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2. Click on the Portal link that reads: Click here for DCPDS/MyBiz/MyWorkplace.

(Click for downtime information)

Privacy & Security Notice | Website Accessibility Info | Contact Us

3.  Click OK on the DOD Notice and Consent Banner.
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4, Select the Login button in the Smart Card (CAC) Access area.
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5. On the next screen that appears, choose your Digital Certificate. NOTE: Always select the non-email certificate, then select the OK
button.

6.  On the following screen, you will see two tabs - My Application Database and Add Additional Application/Databases. Make sure the

My Application Database tab is selected and click Army region.
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Logout -

DCPDS Portal
Add Additional Application/Databases |

Accessing Your Database
Region Associ
To access an HR/MyBiz/MyWorkplace database, select the appropriate link below

Army region .

I To access an CSU Region Database, select the appropriate link below

on
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To protect your personal information, ‘log out’ of your DCPDS Portal session by selecting the 'Portal Logout’ button.
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Click on the My Biz folder.
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Click on the Update My Information selection.
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Click Accept on the DoD Privacy Act Statement.
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The information you provide to the Defense Civilian Personnel Data System (DCPDS) is covered by the
Privacy Act of 1974 For questions regarding your personal information please contact your local Human
I Resources Office.

|| Authorities: 5 USC 301; Title 5, USC Chapters 11, 13, 29, 31, 33, 41, 43, 51, 53, 55, 61, 63, 72, 75, 83,
|| and 99,5 USC 7201, 10 USC 136, 29 CFR 1614601, and E 09397,

Principal Purposes: To allow civilian employees in the Department of Defense (DoD) to update personal
information.

Routine Uses: None. The DoD 'Blanket Routine Uses' set forth at the beginning of OSD's compilation of
systems of records notices apply to this system.

Disclosure: Voluntary. However, failure to provide or update your information may require manual HR
processing or the absence of some information.
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9.  Select the Emergency Contact tab.
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10. Onthe Update My Information screen, select the add, remove, or update option.
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Emergency Contact

Use the Add buttan to add information about the person you want contacted in the event of an emergency. You may designate more than one person as an Emergency Gontact, but only one Primary Gontact To
Update or Remave records, select the radio button next to the record you wish to change, then select the Remove or Update button
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Note: The information you provide here will be viewable by your ory chain and HR Office and wil be used in the event of Natural Disasters or National Emergencies
Emergency Contact
Contact (Update ) (Remova ) | (Add )
Prim, Home Work Emergency Contact Email
Contact Number Number Address
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11. Complete the General Information fields with employee’s primary contact person and also provide a telephone number for the

contact person. After completing all fields, click Next
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Employee Name ]

 First Name  John ,

Middle Name C

Use this page to provide emergeney contact information.
* Indicates required field

General Information

= Last Name Doe

Email Address  john.c_doe@yahoo.com

Primary Contact/)
@ TIP Do not add any contacts that are under the age of 18.

Residence Address

@ TIP When you check the "Use my address for this person” box, employee's address of record will populate on the Emergency Contact print receipt. Be advised ff no address of record is on file, the address wil

not populate on the Emergency Contact print receipt. NEW EMPLOYEES (on the rolls less than one month) - uncheck the box "Use my address for this person” and input your contact's address in full
Ensure you fill in the City, State and Zip Code fields

Use my address for this person.

Phone Numbers ,

Type Number Delete
Home v 78-222-1111
Add Anather Row
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Maintain Contact
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Proposed
Relationship Type Emergency Contact
First Name John
Middle Name C.
Last Name Doe
Email Address john.c doe@yahoo.com
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Resides With Me Yes
Phone

Proposed
Home 78-222-1111
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Finally, a confirmation screen will appear. Employee can close out of this screen by clicking on the X in the right-hand corner; or can
add additional contact persons by clicking on the Return to Overview selection and repeat Steps 11-14.
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Confirmation
Your changes have been applied.

Return to Overview
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